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2. Cancellation. This is a new instruction and should be read in its
entirety. It supersedes NAVBASEGUAMINST 11101.2A.

3. Scope. This instruction applies to all residents and guests of Navy
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5. Procedures. U.S. Naval Base Guam Housing Staff shall ensure every Navy
Family Housing residence is provided a copy of enclosure (1), and that new

occupants are briefed on the contents of enclosure initial check-
in.
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Welcome to Your New Home!

This Resident Guide has been designed to familiarize you with all the
facilities and services available within the U.S. Naval Base Guam community.

Enclosed are policies and procedures regarding your residency. We believe
you will find it informative and helpful in becoming acquainted with the U.S.
Naval Base Guam community. If, by chance, you have a particular gquestion not
covered in this handbook, please do not hesitate to contact the Housing
Office at 671-333-2081/2082. Our management personnel are trained
professionals who are committed to your satisfaction.

The Housing Welcome Center is located in building 3191. We are open Monday
through Friday, 0700-1700. Our mailing address is PSC 455 Box 50, FPO AP
96540.

We look forward to serving you.

- Sincerely,

U.S. NAVAL BASE GUAM HOUSING OFFICE

Enclosure (1)
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QUICK REFERENCE GUIDE
DEPARTMENT/ORGANIZATION NUMBER

Emergency 911
Security (Military Police) 333-2092 / 333-2097
Fire Department 339-3484
U.S. Naval Base Guam Operator 355-1110
Navy Exchange (NEX) 564-3221
Housing (24-Hour Service/Trouble 649-9572
Calls)
Housing Facilities Manager 333-2069
Housing Area Manager 339-5735
Housing Facilities Manager 333-2069
Housing Welcome Center 333-2081 / 2082
Command Duty Officer 777-1809
Housing (Assignments/Termination) 333-2081 / 2082
Housing (Self-Help Division) 339-5246 / 339-7184
Personal Property 333-2045 / 333-2046
Personnel Support Detachment (PSD)
Guam 339-4225
Recycling Collection 366-1477 / 898-8329
Refuse Collection 565-6198

Telephone / Internet / Cable Service
Providers

GTA Telegram 644-4482
Docomo Pacific Guam 688-2273

Navy Hospital Guam 344-9351
Navy Hospital Guam Central Appointment | 344-9202
Navy Hospital Guam Preventative 339-1107
Medicine

Morale, Welfare and Recreation 333-2147
Veterinary Clinic 333-3225
Commissary 339-5177
Fleet and Family Support Center 333-2056
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HOUSING OFFICE POLICIES

1. ALTERATIONS AND DECORATING

a. Requests for alterations to the premises must be submitted in writing
to the Commanding Officer via the Housing Review Panel (HRP). This includes
interior repainting (exterior painting is prohibited); changes to or
installation of mechanical, electrical, plumbing, and structural equipment or
major appliances; alterations to the confiquration of the premises;
wallpapering; and replacement of fixtures. Approval must be granted in
writing prior to commencement of work. The approval will specify the terms
and conditions for maintenance and liability. Once approved, the resident is
responsible for the continued maintenance of the improvement. Residents
shall be responsible for all costs of repair and replacement of any removals
or changes. It is understood that when the resident vacates, all walls must
be restored to the original color or resident will be charged for any
additional coat(s) of paint required to return the premises to its original
condition. Small nails or “J” hooks may be used to hang pictures. No spikes
or other hooks shall be driven into the walls or woodwork.

b. Fixtures used for window covering shall not be attached to any window
frame. Only proper window decorations and coverings may be used to cover
windows. Items such as flags, sheets, and blankets should not be used to
cover windows. Windows may not be covered with aluminum foil or any other
type of tinting/darkening product. All window coverings must have a white or
beige backing. If shades or blinds have been broken or are required to be
replaced, contact the 24-Hour Service Call Desk to arrange for replacement.
I1f the replacement is necessary due to negligence on part of the resident, a
service charge may be assessed.

c. Installation of awnings, screen doors or attachment of basketball
goals to any portion of the premises is prohibited. The alteration of
carports, garages, porches, or patios is prohibited. Adding latticework,
plastic sheeting, and nonstandard fences are not authorized.

d. Flag display and installation. The display of a flag and/or pennants
is permitted in Family Housing areas in accordance with the following
criteria:

(1) Flags or pennants can only be the American Flag or service branch
flags. Other approved flags can be representative of holidays, seasonal,
sports teams or university flags.

(2) Limit of ONE flag.

(3) Flags cannot exceed the standard size of 3" x 5'.

(4) Flagpole holders must be mounted on the front trim or columns but
not on any exterior siding. Holders may not be mounted on any building
fascia. The 24-Hour Service Desk will be pleased to assist with flagpole
installatioen.

(5) Flag Poles cannot exceed 5’ feet in length.

(6) Any deviation from the above is not authorized.

Enclosure (1)
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2. APPLIANCES. All homes are fully equipped with government furnished
appliances. Government furnished appliances may not be removed or replaced
with privately owned appliances. Government appliances may not be moved in
any way as to alter the current layout of the premises. However, residents
may utilize a freezer, second refrigerator, etc., to accommodate their
household needs when the appropriate power supply is available. Resident
owned appliances are not to be placed in the carport, patios, porches or any
area that does not have a locking entrance. Resident is not to perform any
maintenance on government appliances other than normal cleaning with non-
abrasive kitchen cleaners. The resident will be responsible for any damage
caused by any attempted repairs. Please contact the Housing Office for
assistance. Not all appliances listed below may apply to every home.

Dishwasher

The Resident Specialist will provide instructions on the operation of the
dishwasher during the move-in process and point out any special features.
Following are some suggestions for safe and efficient use of the dishwasher:

® Use dishwashing detergent made only for dishwashers (Electrasol,
Cascade, etc.).

Remove excess food and debris before loading.

Arrange dishes so water can run off.

Remove paper labels before washing jars or cans.

Determine if the glassware, dishes, pots and pans are dishwasher safe.

Wash by hand all hand-painted china, woodenware, colored aluminum or
cast iron pots and pans, and plastic or rubber dishes/utensils not
specifically labeled “dishwasher safe”.

Garbage Disposal

These units are very handy but must be used with care as they are easily
damaged. The resident will be responsible for any damage caused by improper
use. To properly operate the garbage disposal:

¢ Keep the drain stopper in when not in use.

® Remove the drain stopper, turn on the cold water, and keep it going
during the entire operation to thoroughly flush ground waste into the
main wastewater lines.

e Turn on the wall switch to start the disposal and feed food waste
directly into the disposal.

* Never put your fingers or hand or any utensil into a running disposal.
Run the disposal until food grinding can no longer be heard.

¢ Do not put grease, bones, meat gristle, corncobs, glass, foil, bottle
caps, cigarettes or other very hard or fibrous foods down the garbage
disposal.

® Never put chemical drain cleaners down the disposal, as serious
corrosion and damage may result.

Prior to calling the 24-Hour Service Call Desk at 649-9572-9576, do the
following:

e Determine what recently was processed by the disposal before calling.
This will help them determine the problem.

Enclosure (1)
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e Press the reset button on the bottom of the unit and try the switch
again. Refer to the appliance manual or call the Maintenance Service
Request Line and ask for instructions if the reset button cannot be
located.

Refrigerator

Routine cleaning of the refrigerator will improve efficiency and sanitation.
The exposed sides of the refrigerator should be cleaned frequently with a
damp cloth and mild soap and warm water or a spray cleaner. Abrasive
cleansing powders should not be used on the refrigerator. Periodic cleaning
of the drip pan under the refrigerator is recommended. If the refrigerator
coils are accessible without moving it, periodic vacuuming will help its
efficiency. Call the 24-Hour Service Call Desk if the refrigerator is not
cooling or freezing properly or if any parts are broken. Please do these
simple tests before calling the 24-Hour Service Call Desk:

e If the light is not on, check to see if the power cord is plugged in
and the bulb is not blown.

e If the plug is secure and the refrigerator fails to operate, plug
another appliance into the same outlet to check for power.

e Check the temperature control dial; it may be turned OFF. If the

refrigerator still does not operate properly, call the 24-Hour Service
Call Desk.

Leave the refrigerator on with the temperature control at its normal position
if away from the premises for less than a month. Turn the temperature
control to low during longer periods of absence. Placing an open box of
baking soda or used coffee grounds in the refrigerator will help to absorb
odors. Be sure to discard perishables such as meats, milk, and produce to
maintain proper sanitation while away. Do not leave the refrigerator turned
off or unplugged, regardless of the length of time of the absence.

Stoves, Ovens, & Microwaves

The proper use and care of stoves, ovens, and microwaves saves on utilities
and repairs, provides for better cooking and baking results and assist in
prevention of serious injury or fire. Routine cleaning will make preparing
for the final inspection much easier. Here are a few pointers that may help:

e Wash drip pans frequently and wipe spilled food from the burners as
soon as they have cooled.

e Clean under the stovetop frequently. Spilled grease and food
contribute to fires.

s Non-self-cleaning oven: Remove any burned food on the bottom of the
oven or on racks with a brush or by soaking in water. Commercial oven
cleaners also help. The resident will be charged for any damage to the
oven caused by improper cleaning or use.

e Self-cleaning or continuous-cleaning oven: Read the appliance manual
for proper use. Call the Maintenance Service Request Line if the
appliance manual is missing. DO NOT use oven cleaner or leave racks in
the oven during the cleaning process. The resident will be charged for
any damage caused by improper cleaning or use. Clean the oven as
needed; long-term or accumulated staining and soil is harder to remove.

Enclosure (1)
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e Microwaves: Read the appliance manual. DO NOT put metal objects in
microwave. Supervise use at all times.

thez Heaters

Do not attempt to adjust temperature or any type of setting or valves on the
water heater. Tampering with water heater valves can be dangerous. Leaks,
breaks or lack of hot water should be reported to the 24-Hour Service Call
Desk. NEVER use the space surrounding the water heater for storage; it is a
serious fire hazard.

3. CABLE TELEVISION / INTERNET / TELEPHONE / SATELLITE DISH

a. The resident is financially responsible for all costs incurred for
installation of cable TV, Internet service and telephone connections.
Additionally, all costs for service are payable by the resident.

b. Each premise is equipped with multiple cable TV and telephone
connections. The names of the cable and telephone companies serving the
neighborhood will be provided at time of move-in. Prior written approval is
required for installation of any additional hook-ups.

c. Satellite dishes may not be installed or attached to the building or
structure.

4. CHILD BEHAVIOR AND CHILD CARE

a. Parents are responsible for the personal behavior, safety, proper
discipline and well-being of their children, regardless of age.

b. Children under age of ten (10) must be supervised and shall not be
left home alone. Children under the age of twelve {12) cannot baby-sit other
children. The resident may provide in-home childcare services ONLY through
participation in the Child Development Home programs. Residents must be
certified through the Department of the Navy sponsored Child Development
Programs if childcare is conducted for more than ten cumulative hours per
week (e.g. Resident caring for three children for four hours is providing 12
hours of child care). The resident must also comply with all applicable
regulatory requirements regarding childcare. Resident must have appropriate
insurance coverage as required by the Navy. The resident is required to
bring appropriate documentation indicating approval to operate a Child Care
Business through the Navy Child Development Program. Resident is responsible
for any damages to the premises resultant to third parties in the home
childcare program.

c. Conducting an unauthorized childcare business shall result in an
immediate cessation of operations and additional administrative actions, to
include possible eviction from government owned housing.

5. COMMON AREAS

a. All common areas, to include but not limited to, parking lots,
courtyards, the grounds surrounding the premises, community rooms, sporting
complexes, and soccer fields must be kept clear at all times of trash, refuse
and other obstructions. Please be aware items left unattended in common
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areas, to include bicycles, may be removed and disposed of without prior
notification.

b. Common areas are for the use and enjoyment of all residents across
the installation. Any resident, occupant or guest(s) behaving in an
unreasonable, illegal and/or offensive manner will be required to leave the
common areas as such conduct may constitute a breach of the peace and result
in administrative or disciplinary action.

6. COMMUNITY SPORTS AND RECREATIONAL AREAS. The use of sporting and
recreational areas, to include unsupervised beaches (Gab Gab, Dadi, San Luis,
01d Wives Beach, Spanish Steps) and historical trails are authorized at the
resident’s, occupant’s, and guest's own risk. Residents are responsible for
the repair cost of facilities or equipment because of misuse or neglect by
the resident, occupant or guests. Residents are requested to immediately
notify the Morale, Welfare and Recreation (MWR) Department of any
malfunctioning equipment, facilities, or amenities in need of service or
attention.

7. DRUG FREE POLICY. Illicit drug use is prohibited. Resident, occupants,
and guests will not use or commit any act that violates federal law,
including laws prohibiting the use, possession or sale of illegal drugs or
drug related paraphernalia. The sale, resale or unauthorized use of
prescription drugs is strictly prohibited.

8. ENERGY AND WATER CONSERVATION. The goal of energy and water conservation
is conservation of our natural resources. The Navy’s goal is to reduce
energy consumption by 50 percent from the 2010 baseline by 2025. To that
end, residents are responsible for practicing energy conservation. Energy is
a critical commodity across our island paradise; saving energy requires an
all hands effort and we need your assistance. Please review the following
"Conservation Tips" that offer simple steps to conserve and reduce energy and
water consumption without sacrificing comfort:

Air Conditioning

e Set thermostat at 76 degrees to maintain a consistent climate control.

e Keep doors and windows closed whenever air conditioning is in
operation.

Dishwasher

e Only wash full loads and use the energy-saver setting.
Allow dishes to air dry.
If you wash dishes by hand, fill the sink with water instead of letting
the water run.

e If the home will be vacant for an extended period, (weekends, holidays
or vacations) turn thermostat to 80 degrees or above to preclude non-
essential use.

e Keep vents free from obstructions.

e Check HVAC air filter regularly. The resident is responsible for
routine filter replacement. Filter may be obtained, free of charge,
from housing self-help.

Enclosure (1)
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Laundry

e Wash full loads and use cold water instead of hot water.
e Dry full loads and clean lint filter after each load.

® Most materials only need a 10-15 minute wash cycle to get them clean,
over washing and over drying will wear out clothes faster.

Lights

®* Replace incandescent light bulbs with compact fluorescent lights
(CFLs). They use 75% less energy and last up to 10 times longer.

¢ Turn off lights when not needed, especially in unoccupied areas such as
garages and outdoor areas.

e Turn off lights when leaving a room.

Refrigerators

® Open refrigerator door only long enough to get desired food items.
® Organize food on the shelves for easy access.

® Allow leftovers to cool before storing in refrigerator or freezer. Be
sure to follow safe food handling guidelines.

® Full refrigerators operate more efficiently.
e Overloaded refrigerators operate poorly.

e Defrost foods in the microwave.
¢ Cover pots to shorten cooking time.
* Keep oven and range free of grease and baked-on residue.

Water
e Check toilets for leaks.
® Make sure faucets are shut off properly.
¢ Always use flow controlling nozzle/spray head device for outdoor hoses.
[ ]

Do not remove or replace devices that have been installed to conserve
water such as faucet aerators and low flow showerheads.

¢ Limit showering time to about five minutes.

9. FENCES. Fences are not authorized.

10. FIREWORKS. The manufacture, sale, storage, possession, transport and/or
use of fireworks or other similar types of incendiary device is prohibited.
Violation of the provisions of this fireworks policy is cause for immediate
termination of this lease and eviction from the premises.

11. FOSTER CARE. Residents must comply with all applicable local and
federal regulatory standards in regard to the care and well-being of foster
children. Foster children will not increase housing eligibility requirements
or bedroom entitlements.

12. GROUNDS AND LANDSCAPING

10
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a. Residents are responsible for landscaping maintenance in all areas
surrounding the premises that are reasonably considered to be part of a
resident’s yard. For housing units which border common areas, residents are
responsible for areas 50 feet from the associated housing unit.

b. Lawn care, including mowing, edging and raking, is the responsibility
of the resident. Residents are also responsible for damage to lawns or
surrounding areas normally considered under the purview of the resident.

c. Residents are responsible to ensure lawns are free of fecal matter at
all times.

d. Residents are responsible for maintenance of garden beds (as defined
below) that are directly adjacent to home or reasonably considered part of
resident’s yard. Housing acceptance, unless identified during the move-in
process, is also an agreement to maintain incumbent garden beds and
associated grounds in the condition it was at time of move-in.

Garden Beds

e The resident will perform weed control of all garden beds directly
adjacent to the home and in areas directly surrounding the premises
that may contain shrubs, flowers, trees, and other decorative landscape
vegetation unless within common areas of the community.

e Residents will trim shrubbery to ensure a uniform healthy growth
consistent with the surrounding terrain and age of the landscaping.
Shrubbery will not exceed 36 inches in height and shall not be
maintained or placed closer than 24 inches to exterior walls.

Lawns

e Residents will maintain lawns to ensure grass surfaces are maintained
to a height not to exceed three inches at any time, and to reflect a
clean, consistent contour throughout the grounds.

e Resident will also perform weed-eating and green debris (tree branches,
palm fronds, coconuts, etc.) sanitation in order to maintain a clean,
defined line along all exterior walls, structures, etc.

e Residents are responsible for the removal of trash and debris from all

areas surrounding the premises. Yard waste disposal procedures are
included in this guide under the Refuse Collection and Recycling
section.

e Housing management will inspect landscaping work for quality and
compliance with the terms and conditions of this Resident Guide. Non-
compliance will result in a discrepancy notification to the resident to
include corrective action required and expected completion time.
Failure to maintain or perform required landscape maintenance may
result in resident termination.

Resident Landscape Alterations

¢ Housing Area Managers will discuss resident’s yard maintenance
responsibility at time of move-in. All reqguests for landscaping
alterations of any kind must be made by submitting the plan in writing
along with a completed request to make alterations form to the Housing
Management Office.

IE
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® The Resident, at his/her own expense, will return the altered area to
its original condition prior to vacating housing unless alteration is
approved in writing to remain.

Flower Gardens

¢ Residents may plant annual and/or perennial flower gardens within the
current existing beds. Plantings may not cause damage to or interfere
with gutters, downspouts, windows, doors, screens, roofs, or other
structural parts of the housing structure or interfere with air
conditioners.

Vegetable Gardens

®* Residents may plant small vegetable gardens within the current existing
beds.

®¢ Platforms or structures in trees, attaching swings to tree limbs and
driving nails into the tree trunks are prohibited.

Self-Help Program

® A Self-Help program is available to all residents, which is stocked
with specific items such as lawn mowers, carpet cleaners, power
washers, top soil, and reduced cost flower certificates for use at the
Navy Exchange (NEX).

® Self-Help is located in Building 365 and is open from 1000-1830, Monday
through Saturday.

¢ Residents checking-out equipment will need to provide the Self-Help
Staff with photo identification for verification of residency. The
staff will verify the person requesting to check-out the equipment is
in good standing and request signature of a Release and Hold Harmless
agreement. In addition to the checkout form, a log book will be
maintained to document the usage, check- out and return date and time.

* All items can be checked out for a period not to exceed 24 hours. Ex:
Item checked out at 0830 AM would need to be returned by 0830 AM the
following day. ' The exception would be items checked-out on Friday in
which case they can be returned by 0830 the following Monday. This
will allow other residents the oppertunity to utilize the equipment.
Residents who fail to comply with this policy will be documented in the
Self-Help resident file system and log book. After a resident fails to
return an item on time, they may have their Self-Help privileges
revoked for a period of thirty (30) calendar days.

® All residents checking-out items from the Self-Help store will be
properly and thoroughly trained by Self-Help staff on its use and safe
operation according to the manufacturer’s recommendations.

® All equipment will be inspected when it is returned to ensure that it
is still in proper and safe working order.

13. HOLIDAY LIGHTING AND DECORATIONS. Holiday decorations may be displayed
up to thirty (30) days in advance of preceding holidays and must be removed
within fourteen (14) days subsequent to the holiday. All lighting and
decorations must be removed from premise exteriors and stored properly.
Overloading of circuits and the overuse of extension cords must be avoided.
The resident accepts any and all liability for damages to premises or
injuries caused by holiday or decorative lighting and other decorations.
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Decoration materials must be fire resistant.
Lighting may not be left on when there is no one on the premises.

e Any lights or decorations attached to the premises must not cause any
physical damage. Gutter clips or similar clip devices are required for
affixing exterior lighting; nails/screws/tacks are not permitted. The
resident will be held financially responsible for any incidental damage
to the premises.

e Roof decorations are not permitted. The resident will be required to
immediately remove such decorations when discovered.

e Canned "snow"” or other similar substances are not permitted to be
sprayed on windows, siding or brick facades.
e Decorations are not permitted on the second story level of homes.

14. HOME-BASED BUSINESSES/COMMERCIAL ENTERPRISES. Home based businesses and
other commercial enterprises may only be conducted on the premises with pre-
approved authorization of the installation commander. The business must
operate within the guidelines contained as prescribed by installation
instruction and guidelines. Contact the U.S. Naval Base Guam Staff Judge
Advocate for additional details.

15. HOUSE GUESTS/LIVE-IN AIDES
a. House Guests/Visitors

(1) Guest visitation of a2 temporary nature is authorized.
Guests/Visitors are defined as bona fide houseguests residing in the
residence at the invitation of the sponsor that cannot be defined as a
dependent. In order to maintain guest and/or visitor consideration, the
resident must remain within the premises and/or physically located within the
local geographic area.

(2) Guests or visitors staying in government-owned housing in excess
of 72-hours require the prior written approval of the installation commander.
Guest/visitor stay requests are approved in 30-day increments and will not
exceed a total visit or duration, to include non-consecutive day visits, of
greater than 90-days in a 365-day period. The 365-day period will be
calculated from the commencement of initial visit.

(3) Resident (sponsor}) will be responsible and accountable for the
actions and behavior of any guest. All guests will be subject to
installation security requirements. Residency or occupancy by anyone other
than the resident (sponsor) and/or eligible dependents is prohibited and may
be cause for termination of housing privileges.

(4) Dependent(s) are defined as "a sponsor's spouse, unmarried
children, or parent who qualifies the sponsor for dependent-rate housing
allowance.” For purposes of housing management, a dependent is further
defined to exclude non-custodial dependents. Dependent(s) are identified on
the NAVPERS 1070/2 (Page 2) Dependency Application/ Record of Emergency Data
form or similar service documents for military personnel. Dependents for
civilian personnel are identified on the associated government transportation
agreement for employment.

13
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b. Live-in Aides. Live-in Aides may be authorized by the installation
commander when:

(1) The member provides written documentation to substantiate a
requirement for full time, live-in assistance. Exceptional and confirmed
health care needs are considered valid reasons for a live-in aide. Home
maintenance, house cleaning, and routine childcare needs (i.e. nannies) are
not a valid justification for a live-in aide.

(2) The member does not accept monetary compensation from the
employee. Accepting compensation is grounds for termination from housing.

(3) The presence of the live-in aide does not disrupt morale or
otherwise adversely affect the housing area.

(4) The request for approval or denial of a live-in aide must be in
writing. The member is responsible for all actions of the live-in aide
including damages to the housing unit.

(5) Request for a live-in aide shall be submitted, reviewed and
approved by the Housing Authority annually.

16. HOUSEKEEPING. Proper upkeep of the premises from the time of move-in
will help insure that the move-out process will go smoothly and that charges
for misuse are minimized. The following housekeeping suggestions are
provided to assist the resident:

Carpeted Floor Areas

® Do not use cleaning agents that contain bleach or bleaching agents for
food or liquids spilled on carpets. They often cause as much or more
damage than the original spill.

® Vacuum regularly to keep the carpet in good condition and to discourage
dirt build up.

® Resident is advised to encourage young children to eat and drink in
non-carpeted areas and over a table to avoid permanent stains caused by
Kool~ Aid® and soft drinks. Wine, coffee and tea also contain agents
that can permanently stain the carpet.

® Use throw rugs, safely secured, on high traffic areas to prevent heavy
soil build-up.

Tile, Hardwood, and Vinyl Floors

e Lift heavy furniture rather than dragging across the floors to avoid
marring.

e Use carpet/floor protectors under chair legs, tables, sofas or any
furniture item that may scratch the floor or leave a permanent
indentation.

Never flood the floor with water or let water stand on the surface.

® Do not apply wax to no-wax floors. Housing management will point out
the no-wax floors during move-in. There are certain products on the
market claiming to be shining agents for no-wax floors. Do not use
these products, even if specifically made for no-wax floors, as they
are difficult to remove and sometimes cause damage to the surface
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during the removal process. The resident may be charged for damages to
the floor caused by wax, shining agents, or wax removers.

Walls and Woodwork

e Beds, tables, and chairs should not touch the walls.

s Bicycles, large toys, strollers, and such items should be moved through
doorways with care.

e Provide children with blackboards or drawing pads to discourage writing
on the walls. The resident will be responsible for cleaning all marks
from the walls prior to moving out.

Countertops

¢ Place a cutting board on the surface before chopping or cutting.

¢ Do not use an abrasive cleaner. Countertop cleaners are readily
available and remove most spills, stains, etc.

17. INCLEMENT WEATHER / EARTHQUAKES / TSUNAMI PROCEDURES. U.S. Naval Base
Guam has emergency procedures in place to prepare for, shelter-in place (ride
out) and recover from various types of weather phenomena or man-made and/or
natural disasters. Upon implementation of specific procedures, residents
will be notified of mandatory action(s) in conjunction with installation
emergency management procedures. Communications may be conducted in a
variety of mediums to include the distribution of flyers, door hangers,
emergency voice (Giant Voice) broadcasting systems, radio or television. You
will be required to provide necessary phone contact information to receive an
emergency broadcast alert.

Thunderstorm Information

e Thunderstorm activity occurs in the area throughout the year, with a
maximum frequency and intensity occurring during the summer months.

e It is considered a good practice to have all electronic items plugged
into a surge protector to protect all items and to minimize danger to
self and property.

e When a thunderstorm is imminent, unplug all major appliances, including
televisions, computers and stereos. Housing is not responsible for
damage to personal appliances or equipment caused as a result of
lightning strikes or high or low voltage of power fluctuations.

Typhoon Information

e Typhoons, tropical storms and tropical depressions are prevalent across
Guam year round. Familiarize yourself and your families with all
preparedness procedures. Follow all installation regulations during
Tropical Conditions of Readiness {TCOR) warnings. The Housing Office
will have information on typhoon preparedness.

Tropical Conditions of Readiness (TCOR) Settings

e The four conditions of readiness are listed below. U.S. Naval Base
Guam maintains TCOR condition IV year round due to the rapid
development of tropical weather phenomena and potential for storm
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impact across the island. The following are provided to assist

residents:

» TCOR IV - Sustained winds of 50 knots or greater are possible
within the next 72 hours.
0 Resident inventory emergency preparedness kit to ensure
stock of drinking water, canned foods, flashlights with
batteries, and battery operated radio.

» TCOR III - Sustained winds of 50 knots or greater are possible
within the next 48 hours.

o Resident mandatory closure of typhoon shutters is required
at onset of TCOR III.

© Secure outside equipment and prepare for high winds and
rain.

» TCOR II - Sustained winds of 50 knots or greater are possible
within the next 24 hours.
© Resident should set freezer to lowest setting, fill bathtub
with water and relocate furniture away from windows and
doors to prevent potential for water damage.

» TCOR I - Sustained winds of 50 knots or greater are possible
within the next 12 hours.
© Residents are required to shelter in place and remain in
their residence during TCOR I; installation movement is
restricted to mission essential personnel and medical
emergency travel only.

Please note all homes are typhoon resistant and rated to
withstand winds of 170 knots or greater.

» TCOR IR/TCOR IV (Recovery) - The weather phenomena has passed its
closet point of approach to the installation and emergency
responders are in process of conducting damage assessments.

o Resident are required to remain sheltered in place until
the sounding of TCOR IV (All Clear).

» TCOR IV (ALL CLEAR) - Damage assessments are complete and the

installation commander has deemed it safe for residents to resume
normal operations/activities.

Earthquakes

Earthquakes by their nature strike suddenly and typically without
warning. Identification of potential hazard ahead of time can reduce
the danger posed by earthquakes significantly. All houses are rated to

withstand seismic activity. The following suggestions are provided to
assist the resident:

» DROP to the ground.

» Take COVER by getting under a sturdy desk or table.
» HOLD ON to it until the shaking stops.
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Tsunami

e Guam is susceptible to tsunamis due to the geographic nature and
sloping coastlines. 1In the event of a tsunami, a warning will be
broadcast across all public mediums to include emergency announcement
systems (Giant Voice), televisions, radios and social networks.
Tsunamis often offer little advanced notice, therefore upon hearing a
tsunami warning/broadcast, residents should immediately proceed to
elevations 50 feet or greater above sea level as expeditiously as
possible. The following reminders are provided to assist the resident:

» All installation housing/school areas are located outside of
tsunami warning zones.

» Tsunami evacuation route signs are posted throughout the
installation.

e The Federal Emergency Management Agency recommends each family have an
emergency kit readily available for transport in case of severe
weather, typhoon, earthquake or other emergency. An example of a
disaster supply kit list is attached as Exhibit B.

18. KEYS / GCARAGE DOOR OPENERS / MAILBOX KEYS. Residents are provided at
least two keys to the premises during move-in. The resident may also be
provided with mailbox keys and garage door openers. All premises keys,
mailbox keys (if applicable), and garage door openers are to be returned
during the final move-cut inspection assessment. There is a charge for lost
keys, mailbox keys and garage door openers. If a key is lost, and a change
of locks is necessary, the resident will be responsible for the charge.

19, LAW ENFORCEMENT. Security will provide law enforcement services for
military neighborhoods across the installation and assoclated satellites.
All residents, regardless of resident location, should call 911 in the event
of an emergency requiring immediate response.

20. WARNING LETTERS AND DISCREPANCY/VIOLATION NOTICES

a. By accepting government owned housing, residents, occupants and
guests agree to abide by the terms, conditions and provisions of housing
regulatory standards as detailed in the resident guide and/or higher
authority policy requirements. Failure to adhere to established standards or
policy guidance will result in issuance of a warning letter for safety
violations, material/community hazards and/or serious matters of non-
compliance. Residents shall be afforded 24 hours or less to correct issues
of concern identified in warning letters/notices. The accumulation of two or
more warning notices over a six-month period is grounds for immediate
termination of government owned housing privileges.

b. Violation Notice. Naval Base Guam Housing Office may also issue
violation notices for lesser offenses and/or issues of non-compliance with
resident guidelines. The Housing Office will be notified of all discrepancy
notices issued by neighborhood managers. Community enforcement policies are
as follows:

17
Enclosure (1)



NAVBASEGUAMINST 11101.5
N93

(1) A Discrepancy Notice will be issued for minor .violations that do
not rise to the seriousness of a warning letter. These types of violations
require correction within 48 hours of the notice being issued. Failure to
remedy issues within the respective time limit shall result in a formal
warning letter. '

(2) Warning letters will be issued for repeat violations regardless
of nature. The resident will have 24 hours from the issuance of the letter
to correct the violation/deficiency.

(3) Based on the nature of the incident and any other documentation
contained within the resident’s file, the Neighborhood Manager will determine
the appropriate level of correspondence to be issued, i.e. discrepancy or
warning letter.

(4) Blatant disregard for the rules and regulations by any resident,
regardless of the number of warnings previously received, is grounds for the
immediate termination of housing privileges. Personnel terminated from
government owned housing are required to relocate off-installation at their
own personal expense and within timeframes as directed by the Installation
Commanding Officer, normally considered to be ten days or less.

c. Informal Dispute Resolution.. In the event of a dispute over
community policy enforcement, including discrepancy and warning letters, the
resident may submit a letter requesting an appeal to the Housing Review Panel
(HRP). If the HRP is unable to resolve the matter, the issue will be
forwarded to the Installation Commanding Officer for final determination.

21. LOCKED OUT OF RESIDENCE. Residents locked out of their premises may

contact the 24-Hour Service Desk for assistance at 649-9572. The resident
will be required to provide proper identification to receive access to the
premises. Residents should not take any steps to forcibly open the door.

The following charges will be assessed for resident lockouts:

a. All after hours and weekend lockouts $64.43.

The Housing Office will also charge a fee for replacement locks, additional
keys and/or damages to the door.

22. MAINTENANCE. Housing maintenance and repair services are available
through the Housing Office, 24-Hour Service Desk at (671) 649-9572.
Maintenance personnel will respond to resident calls in uniform with
identification badges attached for ease of recognition. Maintenance
personnel will be dispatched based on predesignated maintenance requirements
and is available for response 24-hours per day, 7 days per week. Service
calls will be given a classification of Emergency, Urgent or Routine,

depending on the nature of the request and the danger to the safety of the
resident and the premises.

Emergency Trouble Calls

® Emergency service trouble calls require “immediate action” and are an
immediate priority. Emergency calls include but are not limited to:
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» Plumbing drain overflows/backups, broken pipes, or fluid
discharges in the premises or conditions whereas no toilet
facilities are operable within the residence.

» Electrical component failures or breakages that may result in

personal injury or death, electrical shocks, or fire hazards.

Air conditioning or heat pump unit failure for personnel with

documented medical conditions, to include pregnancy, previously

filed and documented with the Housing Office.

Fire - immediately call 911.

Broken or non-working doors, locks, windows.

Roof leaks.

Lack of air conditioning when outside temperature is above 80

degrees.

Lack of water.

Ranges when entire range is inoperable.

Refrigerator when not working at all.

Locked out of home.

Flooding.

Broken pipes.

Any life safety or health concern.

v
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Urgent

e Urgent service trouble calls require corrective action within four (4)
hours during normal working hours of 0730-1900. Urgent service trouble
calls received outside of normal working hours will be responded to the
next day prior to 1130. Urgent service trouble calls include but are
not limited to:

» Air conditioning or heat pump unit failures.

» Hot water heater failures or hot water outages.

» Indoor plumping failures whereas at least one toilet facility is
operable.

» Broken doors/windows that represent a security concern.

Routine

¢ Routine service trouble calls require corrective action and are not
emergent in nature. Routine service trouble calls are completed on a
first-come, first-served basis between 0730-1900. Routine service
calls are completed on-site within three working days. Routine service
trouble calls include but are not limited to:

» Inoperable or leaking facets.
» Inoperable ice makers.
» Vertical or mini-blind repair/replacement.

Preventative Maintenance

¢ The Housing Office is required to make certain repairs, replacements,
inspections, and maintenance for the resident. The Housing Office will
contact the resident, explain the work to be done, and establish a time
for the work to be accomplished. An example of work orders initiated
by the maintenance office is pest control services. Work will be
scheduled to cause the least amount of inconvenience to the resident
whenever possible. However, the resident may not refuse entrance into

19
Enclosure (1)



NAVBASEGUAMINST 11101.5

N93

6 Jun 16
by the maintenance office is pest control services. Work will be
scheduled to cause the least amount of inconvenience to the resident
whenever possible. However, the resident may not refuse entrance into
the premises by the Maintenance Technician or its contractors when
notified at least 48 hours in advance, and the requested time is during
reasonable working hours. The maintenance contractors may enter the
resident premises when the resident is absent to perform such work
should the resident execute an “Authorization of Entry” form.
Preventative maintenance inspections and services will be scheduled at
least forty-eight (48) hours in advance with the resident unless a
situation is deemed an emergency.

23. MAINTENANCE TIPS

a. Please report any and all needed repairs to the Maintenance Service
Request Line at 649-9572. 1In the event your service request is not completed
to your satisfaction and the Maintenance Technician seems unable to provide a
solution, please feel free to contact the Housing Area Manager at 339-5735.

b. Contact the Maintenance Service Request Line for immediate assistance
when any of these situations occur.

Access to Premises

¢ Maintenance technicians or pest control contractors will NOT enter the
premises or perform work without a service request to detail the work
and/or actions to be performed.

¢ Housing management reserves the right to enter the premises under
reasonable circumstances.

e In all but emergency situations, the resident will be notified 48 hours
or more (preventative maintenance) before scheduled entry.

® Permission to enter is not required in an emergency situation.

Peace of Mind

¢ Please notify the Maintenance Service Request Line of any burned out
exterior or common area lights, faulty locks, lost keys, etc.

¢ Please report immediately to Security any suspicious persons and any
strange or unusual vehicles.

¢ Please request credentials from all maintenance technicians before
allowing entry.

General Maintenance Tips

®* Smoke Detectors and Carbon Monoxide Detectors. The resident is
required to test both smoke detectors and carbon monoxide detectors on
a regular basis and replace batteries as needed. Resident is not to
tamper with, adjust or disconnect any smoke detectors or carbon
monoxide detectors. Violation of this is a material breach of the
Lease. The resident shall promptly notify the Housing Office of all
needed repairs.
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Plumbing

e The commodes and other water and sewer apparatus and fixtures shall not
be used for purposes other than those for which they are designed.
Occasionally there may be a problem with stopped up sewer and plumbing
lines. Do not allow objects such as diapers, toys, feminine hygiene
products, etc., to be flushed down the toilet. If a toilet overflows,
first turn the water off at the valve below the flush tank. The
Service Request Administrator answering the maintenance Service Request
Line will classify the service call as an emergency, urgent or routine
service order request. Keep a plunger on hand for use on simple toilet
clogs.

Light Bulbs

e Your home is supplied with light bulbs at time of move-in. After move-
in, the maintenance technicians will replace specialty bulbs
(appliance, CFL and fluorescent, etc.). The resident must replace all
other burned out light bulbs. Please report unlit bulbs over walkways,
halls, or common areas to the Maintenance Service Request Line.
Replacement bulbs are available at Self-Help.

Central Air

e Your home may be equipped with a central air conditioning system. The
thermostat should not be set excessively low as it may damage the HVAC
unit. If at any time you find that your thermostat is malfunctioning
or for more detailed operating instructions, please call the Service
Request Line.

HVAC Filters

e Air filter(s) will be new at move-in. The filter(s) in your home
should be cleaned on a regqular basis to insure proper performance of
heating and air conditioning units. If you would like your filter
changed prior to the scheduled filter change, feel free to call the
Service Request Line. Replacement filters are available at Self-Help.

24. MOVE-IN PROCESS

a. After the resident has selected their new home, the Housing Office
will assist with the completion of the required applications and documents,
as applicable.

b. The resident will be given all necessary telephone information for
service calls, contact information for local services, and law enforcement.
The resident and the Resident Specialist will visit the premises and together
go over the Move-In/Move-Out Property Condition Report. Special features
such as no-wax floors will be pointed out to the resident at that time. Any
existing damage to the premises will be noted on the Move-In/Move-QOut
Property Condition Report at the time of move-in. The resident is to notify
the Housing Office of any other items discovered after the move-in within
three (3) days of acceptance of the premises.
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¢. The proper storage of refuse and recycling bins will be identified.
Premise keys, mailbox keys (if applicable) and garage door openers will be
issued.

25. MOVE-OUT PROCESS

a. The resident must notify the Housing Office of intent to vacate
immediately upon receipt of Permanent Change of Station (PCS), Retirement,
Separation, or Early Return of Dependent orders. The Housing Office will
provide an "Intent to Vacate" form, which, when submitted in a timely manner,
will assist in scheduling of required move out services and reinstatement of
allowances as applicable.

b. The resident shall schedule a pre-move-out inspection to review the
condition of the premises and prepare for the resident’s final move-out
inspection. During this review, the resident may discuss any concerns about
the pre-move-out inspection, anticipated damage charges or other assessments
(if any), the overall process, and any other issues of concern in preparation
for the final Move-Out Inspection.

c. Deficiencies identified in the pre-move-out inspection and not
remedied by the resident may be remedied by the government at the personal
expense of the resident.

d. Any alterations made-to the premises must be restored to the original
condition. Residents shall be required to pay damages for alterations not
corrected.

e. At the time of the actual move-out, the Housing Office and resident
or a resident appointed representative will conduct a final move-out
inspection and jointly assess the condition of the premises, sign the move-
in/move-out property condition report, and return all keys and other access
devices to the Housing Office. The Housing Office will assist the resident
in completing any paperwork associated with the move-out procedures,
including a final disposition,

26. NEIGHBOR RELATIONS. Residents are reminded that living in close
proximity to other families poses certain challenges and opportunities to
build life-long relationships. Following a few simple rules will help ensure
a positive living environment for everyone.

a. Keep household noise to a minimum and follow guidelines on quiet
hours (quiet hours are between 2200 and 0600 (10:00 p.-m. and 6:00 a.m.)).
Please remember neighbors often work different shifts.

b. Keep the premises, including the yard, clean and free of any
unsightly refuse.

C. Know where occupants and guests are at all times.

d. Make neighbors aware of private gatherings, BBQs or parties that may
cause parking difficulties or noise.

e. Difficulties with a neighbor must be settled peaceably. If all
efforts meet with failure, file a complaint with the Housing Office. The
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Housing Office will investigate and attempt to gain resolution to the
problem. The complaint, investigation, results, and action will be made a
matter of record and placed in the file of the resident filing the complaint
and the resident named in the complaint.

27. NUISANCE (DISTURBANCES and NOISE). Resident, occupants, and guests and
authorized pets are expected to conduct themselves in a manner that does not
offend or disturb other residents, guests, housing staff, or other visitors
to the community. Any activity causing extreme or excessive noise, excessive
traffic, repetitive or excessive disturbance of any kind, or disturbing or
threatening the rights, comfort, health, safety or convenience of others in
or near the community is a cause for termination of quarters. This includes,
but is not limited to, behaving in a loud or obnoxious manner, excessive
noises by pets, or destroying any part of the premises or community. These
actions are considered a "nuisance" through breach of peace.

28. OCCUPANCY LIMITS. Occupancy is limited to the residents and occupants
identified on the housing application and shall not exceed two person(s) per
bedroom.

29. PARKING REGULATIONS

a. All vehicles shall be properly registered on the installation and
with the territory of Guam. All vehicles shall be licensed with current
license plates, and must be in operating condition. Security will tow any
unauthorized or illegally parked vehicle at resident’s expense.

b. BAutomobile, motorcycle or other vehicle maintenance shall not be
performed by resident, occupant or guest anywhere in the community or
premises including garages, carports, parking spaces, or the street.
Additionally, vehicles may not be on jacks, jack stands, or ramps at any
time.

c. Motor vehicles are to be parked in the garage, in the driveway or in
authorized parking areas along the road surface beside the curb, in that
priority. At no time will motor vehicles be allowed to be parked/driven on
the grass. Vehicles that are parked in driveways may not block nor hinder
the free movement up and down the sidewalks.

d. Resident shall not store vehicles for other people or grant
permission to others to park in the community.

e. Motorcycles/mopeds may not be parked on patios, sidewalks, screened
porches or grassy areas.

f. Boats, trailers, recreational vehicles, pop-up campers, camper
shells, over-sized vehicles and utility trailers must be registered and shall
be parked only in designated MWR recreational vehicle storage areas.

g. Preventive measures shall be taken to keep the garage and/or carport
floor free of stains; i.e., car oil, grease and rust. Garage and/or carport

floors must be free of stains upon move-out.

30. PERSONALLY-OWNED PLAY EQUIPMENT AND NEIGHBORHOOD PLAYGROUND
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